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Personnel Employment Testing 
 Regulations  

 
 
 
 
 
 
 
POLICY: .01 All  tes ts ,  including qual i f icat ion and cer t i f icat ion 

tests ,  are  administered in  accordance with federal  
and s tate  law and regulat ions regarding aff i rmative 
act ion and equal  employment  opportuni ty.   The 
Laboratory administers  tests  to  determine whether  
appl icants  and employees have the ski l ls ,  
knowledge,  and abi l i t ies  required to  perform their  
job dut ies  and/or  have access  to  part icular  
Laboratory faci l i t ies .   Non-Laboratory personnel  
requir ing access  to  part icular  Laboratory faci l i t ies  
may be tested to  verify that  they have the ski l ls ,  
knowledge,  and abi l i t ies  required to  access  those 
faci l i t ies .  

 
 
DEFINITIONS: 
 

Tests .02 Tests  general ly  consis t  of  wri t ten and/or  oral  
quest ions and/or  demonstrat ions of  ski l l  or  
performance of  procedures.  

 
 

Qualification and .03 Qual if icat ion and cer t i f icat ion tests  are  job-related  
Certification Tests   and designed to measure ski l ls ,  knowledge,  and 

abi l i t ies  gained through the complet ion of  
s t ructured t raining programs and work experience.   
The ski l ls ,  knowledge,  and abi l i t ies  are  def ined by 
job analysis ,  job defini t ion,  compliance 
requirements ,  or  organizat ional  need as  specif ied 
by l ine management  and according to  t ra ining 
program descript ions for  specif ic  job categories .   
Qual i f icat ion and cer t i f icat ion tests  include but  are  
not  l imited to  General  Employee Training,  
Radiological  Worker ,  and on-the-job t raining (OJT) 
performance tests .  

 
 
ASSISTANCE AND .04 If  the test  or  tes t  resul ts  affect  the abi l i ty  to  obtain  
APPROVAL OF TESTS:  or  maintain Laboratory employment  or  may affect  

the terms or  condit ions of  employment ,  the test  
must  be reviewed and approved by the Test ing 
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Sect ion of  the Employment  Group (PS-1)  and 
approved by the Director  of  Human Resources 
(DHR).   The Test ing Office is  avai lable  to  help 
determine whether  your  assessment  instruments  are  
covered by this  pol icy.   The Test ing Office reviews 
and approves al l  components  of  the test ing process  
before i t  can be used,  including,  but  not  l imited to  
the test ,  tes t  resul ts ,  and test  administrat ion.  

 
 
PRE-EMPLOYMENT .05 As part  of  the select ion process ,  pre-employment  
TESTING (APPLICANTS):  tes ts  are  administered to  internal  and external   
  applicants  for  cer tain Laboratory posi t ions.   Pre-

employment  tes ts  include,  but  are  not  l imited to ,  
the off ice ski l ls  tes t  and edi tor-wri ter  test .   All  pre-
employment  tes ts  must  be developed and 
administered by the Test ing Office.   Test ing 
requirements  are  normally s tated in  the job 
advert isement .  

 
 
QUALIFICATION AND .06 Qual if icat ion and cer t i f icat ion tests  may be   
CERTIFICATION TESTING  administered at  any t ime to Laboratory employees   
(LABORATORY EMPLOYEES  and to non-Laboratory personnel  who may need  
AND NON-LABORATORY  access  to  and/or  perform work at  the Laboratory.  
PERSONNEL):  Non-Laboratory personnel  inlude but  are  not  

l imited to ,  contract  personnel ,  vis i tors ,  and 
Affi l ia tes .  

 
 
TESTING REQUIREMENTS .07 Group- or  higher- level  managers  determine which  
FOR LABORATIORY   posi t ions within their  organizat ions are  subject  to   
EMPLOYEES:   tes t ing.   Supervisors  or  managers  then direct  the 

employees holding those posi t ions to  undergo the 
specif ied tests .  

 
 .08 After  the test  resul ts  are  reported,  the group- or  

higher- level  manager  monitors  whether  employees 
under  their  supervis ion have met  al l  tes t ing 
requirements ,  takes and documents  appropriate  
act ion as  descr ibed in  .09- .12.  

 
 

Retesting and Remediation .09 The number of  a t tempts  al lowed to meet  a  tes t ing 
requirement  and the total  length of  t ime al lowed to 
successful ly complete  the test  requirement  are  
determined in  advance by the sponsoring 
organizat ion and the Test ing Office.   All  
individuals  required to  pass  a  qual i f icat ion or  
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cert i f icat ion test  must  be given equal  opportuni ty 
for  retraining and retest ing.  

 
 .10 Employees who fai l  to  pass  cer t i f icat ion or  

qual i f icat ion tests  may not  be al lowed to perform 
job dut ies  requir ing the test  without  supervisory 
escort  unt i l  the test ing requirement  is  met .   I f  
supervisory escort  is  impract ical ,  the supervisor  
may temporari ly assign al ternate  dut ies  that  do not  
have the same test  requirement  to  the employee.  

 
Failure at the End of the .11 An employee who does not  pass  the cer t i f icat ion or  
Allowable Time Period  qual if icat ion test(s)  within the specif ied test ing 

period(s)  must  be removed from the posi t ion that  
has  the test ing requirement .   A reasonable at tempt 
shal l  be made by l ine management  to  reassign the 
employee to  a  different  posi t ion that  does not  have 
the same test ing requirement(s) .   I f  an appropriate  
posi t ion is  avai lable ,  the employee may be direct  
t ransferred into that  posi t ion.   I f  no posi t ion is  
avai lable ,  the employee is  terminated as  inel igible .   
I t  is  considered a  voluntary terminat ion i f  the 
employee refuses to  accept  a  new posi t ion.  

NOTE:   A newly t ransferred employee’s  fai lure 
to  pass  a  mandatory test  may be grounds to  
t ransfer  the employee back to the former 
organizat ion under  the t r ia l-basis  t ransfer  
pol icy.   See AM108.  

 
 

 .12 Employees who do not  report  for  mandatory test ing 
or  who refuse to  take a  required test  may be  
subject  to  discipl inary act ion,  up to  and including 
terminat ion.  

 
 
TESTING REQUIREMENTS .13 Group- or  higher- level  managers  determine test ing  
FOR NON-LABORATORY  requirements  for  non-Laboratory personnel  who 
PERSONNEL:  visi t ,  have access  to ,  or  perform work in areas 

under  their  control .   Contractors  are  responsible  for  
supplying the Laboratory with personnel  who have 
met  al l  tes t ing requirements  for  the areas  to  which 
they are  assigned.  

 
 .14 Non-Laboratory personnel  who have not  met  tes t ing 

requirements  may be prohibi ted from vis i t ing,  
having access  to ,  or  working on s i te .   The group- or  
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higher- level  manager  determines whether  
supervisory escort  is  pract ical .  

 
 .15 Non-Laboratory personnel  who do not  report  for  

mandatory test ing or  re- test ing or  who refuse to  
take a  required test  may be prohibi ted from 
vis i t ing,  having access  to ,  or  working on s i te .  

 
 
ACCOMMODATIONS .16 The Laboratory wil l  accommodate individuals  with  
FOR INDIVIDUALS   disabi l i t ies  when the individual  has  ident i f ied his   
WITH DISABILITIES:  or her  disabi l i ty  and the disabi l i ty  can be 

reasonably accommodated.   See AM118.  
 
 
TREATMENT OF TEST .17 All  tes t  resul ts  must  be t reated as  personal   
RESULTS:  information in accordance with AM708.   Misuse of  

tes t  resul ts  may resul t  in  discipl ine,  up to  and 
including terminat ion.  

 
 
VIOLATIONS OF TEST .18 Employees who violate  the integri ty of  any 
INTEGRITY:  Laboratory test  are  subject  to  discipl inary act ion,  

up to  and including terminat ion.   A violat ion of  tes t  
integri ty  includes,  but  is  not  l imited to ,  

Obtaining test  quest ions and/or  answers  from 
another  employee;  

Providing test  quest ions and/or  answers  to  
another  employee;  

Removing test ing mater ials  f rom test ing s i tes  
without  Test ing Office authorizat ion;  

Present ing false  ident i f icat ion or  assuming the 
ident i ty  of  another  employee for  test ing 
purposes;  

Violat ing rules  of  the test ;  

Cheat ing;  and 

Fals ifying test  resul ts  and/or  records.  
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